
IDP for Supervisors

Module 3: Finalize Phase Responsibilities



2

What Is Your Role in the Finalize Phase?

After the employee has created a draft IDP in SATERN, one of the 
supervisor’s primary responsibilities is to review and approve the 
IDP. This module will discuss the variety of tasks involved in the 
Finalize phase.

This module will cover the following tasks:

� Reviewing a Draft IDP with the Employee

� Recognizing IDP Submissions for Approval

� Selecting an IDP for Review 

� Viewing Plan Details

� Making Comments

� Rejecting an IDP

� Approving an IDP
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Review a Draft IDP with the Employee

The first step involved in finalizing an IDP is to meet with the 
employee to review the draft IDP before it is submitted for your 
approval. 

The purpose of this meeting is to:

� Ensure that the supervisor and employee are in agreement 
regarding specific goals and development activities

� Provide the employee with an opportunity to ask questions or 
seek clarification

� Discuss any relevant topics that may not have been raised in the 
initial supervisor meeting

� Offer suggestions for further ways to reach the employee’s goals
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Recognize IDP Submissions for Approval

When an employee submits an IDP for your review, you will receive an 

email notification. The email will be from NASA-satern and the subject 

line will read: SATERN IDP Review

The email will instruct you to log in to SATERN to review the IDP.

Prepare FinalizeCreate Manage



5

Select an IDP for Review

When you log in to SATERN, you will see an Alert in red box that 

there is an IDP waiting for your review.

Click this link to be directed to a list of all IDPs awaiting your 

review and approval.
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Choose the plan you wish to review.

Clicking Review brings you into the employee’s plan in the 

View/Add Notes mode. Before moving forward to review the IDP, 

be sure to orient yourself. 

Click Review.

Select an IDP for Review (cont.)
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You can see whose plan you are viewing at the top of the page. 

Here you are Viewing: Sophia Shuklin. If you need to return to 

your own records, click [Return to Org Chart] link, and then click 

on any tab. If you need to return to other employees plans, click 

Personal tab > Approvals. 

Select an IDP for Review (cont.)
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View Plan Details

To see the development activities listed under each goal, 

click the ► symbol to expand that section.
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Make Comments

Once you have viewed the IDP, you can add comments to any 

goal, activity, and/or the plan as a whole.

To add notes, click the View/Add Notes button next to the section 

on which you’d like to comment.
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Make Comments (cont.)

The Notes page allows you to view any comments that have 

already been added to the selected section.

Notes can be made by the employee, supervisor, or by a coach or 

mentor. To add notes, type the text in the box provided and click 

Add. If you choose not to add notes, you can exit by clicking Back

at the top of the screen.
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Enter comments.

View comments.

Checking This is a private note. will ensure that others with access to this plan cannot view your 

notes (including your mentee), but they are recorded in the system and are not truly “private.”
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Reject an IDP

If, after reviewing, there are further changes that need to be made 

(e.g., a course you discussed with the employee was not included in 

the plan), you can reject the IDP. 

The employee will have the opportunity to revise the plan and 

resubmit.

Click Reject.
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Reject an IDP (cont.)

If you choose to reject a plan, you are required to provide 

comments regarding the reason for the rejection.

To enter your comments, type your text into the box provided. 

Comments should be specific enough to guide employee 

revisions. Once complete, click Reject. 

Click Reject.

Enter comment.
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Reject an IDP (cont.)

Once you have entered comments and clicked Reject, you will see 

that the IDP Status is now listed as Rejected. An email notifying 

the employee of the rejection will be sent automatically. The 

employee will then be able to modify the plan and resubmit.

Prepare FinalizeCreate Manage



14

Approve an IDP

If you have reviewed the draft IDP and agree with the proposed 

goals and development activities, click Approve. You can approve 

an IDP the first time it is submitted, or you can approve the 

document after an initial rejection (once revisions have been made 

and the plan has been resubmitted for approval).

Click Approve.
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Approve an IDP (cont.)

The Plan Status will now read Active/Approved.

The employee will receive an email indicating that the IDP has 

been approved. On the IDP’s Effective Date, the employee will 

receive a second email indicating that the IDP is active.
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Return to Your Documents

Once you have approved the plan, you can exit the employee’s plan. 

To do this, click [Return to Org Chart] link. Then click on any tab.
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